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This procedure demonstrates the steps to create a Cases report.  The information contained in
the report can be used to monitor cases, utilizing different sort criteria.  

STEP 1 Select Reports from the main menu.

STEP 2 The Reports Events screen will display.  Click Cases.

STEP 3 The PACER Login screen will display.  The user must enter their PACER login
and password.  Click Login.  After gaining access, click Cases.  

STEP 4 The Cases Report information screen will display.  Selected desired criteria.

The following describe options designed to specify criteria for a user search. 
They will also serve to limit a search.

‚ Office, Case Type, Chapter, and Trustee - The default is blank which
means all options are included.  Make a selection from the drop down list
by highlighting the desired item.  A user may also select more than one
item by holding down the Ctrl key and clicking on additional items.
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‚ Date Type - Select an option from the following drop down list.  The list
defaults to Filed Date, and only one option may be selected at one time.

‚ From/To - Select a date range if desired.  The default is the current date.

‚ Open cases/Closed cases/Party Information - The Open cases box is
checked by default.  If the user wants only closed cases, click on Open
cases to “uncheck” the box, then click on Closed cases.  Click on Party
Information if this detail is desired.  All can be checked at the same time if
desired.  

‚ Sort by - The report can be sorted by the following criteria. Up to three
items may be selected.  Filed Date is the default.

‚ Output Format - A Formatted Display is the default and is
recommended.

‚ Click Run Report or Clear to reset defaults.
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STEP 5 The Cases Report screen will display with the case criteria as selected in the
previous screen.

‚ The case number is a hyperlink to the docket sheet, in which the user can
further define search criteria (see Docket Report procedures for more
information).

STEP 6 To print the report, click on the browser’s Print icon.  The user may also navigate
between screens by clicking on the browser’s back and forward buttons.


